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WHATISIT? 


In  a  Heebie  Work  Program  (Hextime)  an  office,  department,  or  other  work  unit, 
adiusts  its  normal  working  schedule  to  allow  employees  certain  defined  amounts 
of  freedom  In  controlling  their  personal  work  schedules.    Most  often,  eaca        ^ 
employee  picks  his  or  her  preferred  startLng  and  stopping  tLmes,  within  tae  denned 
limits  of  the  work  day  and  the  limits  set  by  the  work  load  of  the  entire  unit. 

There  is  usually  a  CQRETIME,  (for  example,  10:00  a.m.  -  12:00  noon  and  1:15  p.m. 
to  3:15  p.m.),  during  which  time  all  employees  must  be  present. 

There  are  FLEXIBLE  HOUBS,  the  time  at  the  beginning  and  end  of  the  work  day 
when  employees  can  choose  their  own  schedule. 

One  effect  of  a  Flexible  Work  Hours  Program  is  that  it  allows  a  department  to 
expand  the  BANDWIDTH  of  the  work  day,  L  e. ,  the  hours  between  the  earliest 
starting  time  and  the  latest  ending  time  allowed. 

how  does  rr  work? 

In  each  department  the  employees  and  supervisors  together  decide  whether  or  not 
they  .want  to  work  out  a  Flexible  Work  Hours  Program,  and  then  jointly  deciae  wnat 
the  rules  for  their  program  should  be. 

A  samnle  set  of  rules  might  look  like  mis: 

■  UCT011S84 

1         All  employees  must  work  37  1/2  hour?  per  we«k. 

2.  An  employee  may  choose  to  work  more  than  7  1/2  hours  one  day,  and  less 
than  7  1/2  hours  on  another  day.    (No  overtime  is  involved  here). 

3.  Everyone  must  be  in  the  office  during  Coretime,  10:30  a.  m.  -  12:00  noon  and 
from  1:30  p.m.  -  3:00  p.m. ,  to  be  available  for  meetings,  etc. 

4.  Work  can  start  as  early  as  7:30  a. m.  and  continue  until  6:30  p.m. 

5.  At  least  25%  of  the  staff  must  be  in  the  office  by  W0a.m.  and  from  3 :00  p.  m. 
to  5:00  p.m.  on  all  days. 

This  illustration  diagrams  the  example  cited  above: 
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Such  a  system  allows  individuals  to  adjust  personal  working  hours  to  commuting 
schedules,   (joining  carpools,  avoiding  rush  hour  congestion),  and  to  the  needs  of 
their  personal  lives,  e.g.  doctor's  visits,  meeting  emergency  situations  at  home, 
etc. 

ACCUMULATION  OF  TIME: 


For  a  Flexible  Work  Hours  Program  to  function  effectively  an  accurate  means  of 
keeping  track  of  time  must  be  set  up.     (Equipment  is  available  which  makes  this 
easier,  but  a  manual  system  can  be  employed. ) 

EVALUATION: 

An  evaluation  system  should  be  established  at  the  outset  of  the  program.    Changes 
usually  occur  in  tardiness,  short-term  absenteeism,  employee  morale  and  pro- 
ductivity.   An  evaluation  system  will  help  determine  how  people  and  work  are 
affected  by  Flextime,  whether  employees  like  it,  and  what  changes  are  needed. 

A  LAST  WORD: 

The  success  of  a  Flexible  Work  Hours  Program  is  built  on  mutual  trust  — 
employees  must  cooperate  with  each  other  and  employees  and  supervisors  must 
work  together. 

Flextime  cannot  be  "imposed"  by  management,  nor  resisted  by  management  or 
employees,  if  it  is  to  work. 

It  is  a  voluntary  program,  and  any  employee  not  wishing  to  take  advantage  of  it 
may  continue  to  work  his  regular  work  schedule. 


MASSACHUSETTS  FLEXIBLE  HOURS  LEGISLATION 

CHAPTER  500  ACTS  OF  1974 


FLEXIBLE  WORK  SCHEDULES 


Flexible  work  schedules,  popularly  calle 
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The  following  models  illustrate  typical  flextime  configurations 
which  you  may  wish  to  consider;  they  are  provided  as  examples  and  do 
not  exhaust  the  possibilities.   Regardless  of  the  model  adopted  by 
any  work  unit,  the  normal  hours  of  business  (8:45  a.m.  -  5:00  p.m.) 
for  public  and  other  agency  contacts  must  be  maintained. 


MODEL  A 


bandwidth 


STARTING 

TIME 
OPTIONS: 

7:30.  8:00 
8:30.  9:00 


7:15 


Core 


30  OR  45  MINUTE  LUNCH 


DEPARTURE  TIME: 

LUNCH  TIME  PLUS 

7vz   OR  8  HRS. 

AFTER 

STARTING 

TIME 


9:00 


3:30 


6:00 


Employees  select  starting  times..  They  may  change  to  a  new 
schedule  at  certain  time  intervals  provided  by  program  guide- 
lines or  with  prior  notification  and  approval  of  the  supervisor. 

To  maximize  productivity,  employees  may  be  provided  a  15  minute 
early  or  late  arrival  grace  period  to  be  accounted  for  at  the 
day ' s  end. 
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MODEL  B 


bandwidth 


8:00 


9:15 


4:00 


6:00 


Within  flexible  bands,  employees  may  vary  starting  and  depar- 
ture time  without  prior  notification  or  approval  of  the 
supervisor. 

Employees  may  choose  to  work  less  or  more  than  7^/8  hours  in 
any  given  day.   They  must  work  their  regularly  scheduled  number 
of  hours  (37^/40)  within  the  normal  work  week. 


MODEL  C 


bandwidth 


Core 


Core 


7:30 


9:45 


1  1:30 


2:00 


3:30 


6:30 


In  addition  to  the  flexibility  offered  by  model  B,  employees 
may  take  an  extended  lunch  period  within  the  time  established 
by  program  guidelines  e.g.  11:30  a.m.  -  2:00  p.m.,  as  long  as 
the  required  number  of  hours  are  worked  each  week. 
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MODEL  D 


bandwidth 

/// 

Core 

T.W.TH.F 

Lunch 
/    /  / 

Core 

M.T.W.TH 

v} 

7:00 


9:30 


1  1:30 


1:30 


4:00 


6:00 


-  This  model  includes  the  components  of  models  B  and  C  with  the 
additional  flexibility  which  allows  for  arrival  on  Monday  as 
late  as  1:30  p.m.  and  departure  on  Friday  as  early  as  11:30  a.m. 
Employees  exercise  this  option  with  prior  notification  and 
approval  of  their  supervisor. 


MODEL  E 

bandwidth 

% 

Core 

T.W.TH 

Lunch/ 

// 

Core 

T.W.TH 

/^/ 

7  30 


9:30 


12:00 


2:00 


3:30 


7:00 


This  model  includes  the  components  of  models  B  and  C  with  the 
additional  flexibility  which  allows  for  an  occasional  three  day 
weekend.   With  no  core  time  on  Monday  or  Friday,  employees  may 
occasionally  schedule  their  work  hours  over  four  days  with  prior 
notification  and  approval  of  their  supervisor. 


Flexible  work  schedules  can  benefit  organizations  in  a  number 
of  ways.   A  1977  U.S.  General  Accounting  Office  survey  of  federal 
organizations  that  had  introduced  flextime  programs  found  that 
71  per  cent  of  the  agencies  surveyed  reported  increased  productivity; 
71  per  cent  reported  decreased  short-term  leave  use;  and  82  per  cent 
reported  decreased  tardiness. 

Flexible  hours  can  also  have  a  positive  impact  on  traffic 
congestion  by  shifting  commuters  out  of  the  peak  hour  periods, 
saving  gasoline,  and  decreasing  urban  air  pollution.   Public 
transit  is  more  appealing  when  commuting  outside  the  rush  hour 
so  that  getting  to  work  doesn't  have  to  be  a  job. 
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If  you  would  like  assistance  in  developing  a  flextime  program 
please  contact: 


Chapter  500,  Acts  of  1974 
C.  7  Annotated  Laws  of  Massachusetts  S.  6F 

S.  6F.  Coordinator  of  Flexible  Hours;  Appointment,  Duties;  Agency  Reports. 

There  shall  be  a  coordinator  of  flexible  hours  employment  within  the 
department  of  personnel  administration  who  shall  work  on  the  development, 
implementation  and  oversight  of  plans  for  the  utilization,  within  all 
executive  agencies,  of  persons  who  choose  to  be  employed  for  a  reduced 
number  of  hours  per  week  and  for  the  recruitment  of  such  persons  for  civil 
service  and  non-civil  service  employment.  All  state  agencies  shall  report 
to  the  coordinator  the  progress  of  implementation  of  any  flexible  hours  plan 
in  such  agency.  Such  reports  shall  be  filed  on  a  semi-annual  basis,  begin- 
ning six  months  from  the  effective  date  of  such  program.  Such  reports  shall 
include: 

(1)  The  number  of  regular  part-time  employees  currently  employed  and 
the  percentage  of  the  full-time  workforce  represented  by  this  number; 

(2)  The  agency  policy  for  full-time  employees  who  wish  to  convert  to 
part-time  status; 

(3)  Agency  plans  to  increase  the  number  and  scope  and  grade  range  of 
part-time  employees  during  the  next  reporting  period; 

(4)  Extent  of  flextime  programs  in  the  agency. 

The  coordinator  shall  recommend  to  said  department  such  action, 
including  the  submission  of  legislation  and  the  making  of  rules,  as  shall  be 
necessary  from  time  to  time  in  order  to  implement  a  plan  or  plans  for 
flexible  hours  employment  and  in  order  to  secure  for  flexible  hours  employees 
the  normal  advantages  of  their  positions,  including  without  limitation 
vacation  time,  sick  leave,  maternity  leave,  bonuses,  advancement,  seniority, 
length  of1  service  credit,  benefits  and  participation  in  benefit  plans  or 
programs.  The  coordinator  shall  make  an  annual  report  to  the  personnel 
administrator  containing  information  as  to  the  activities  of  the  program 
during  the  preceding  year.  Such  report  shall  be  a  public  record,  and  copies 
of  it  shall  be  furnished  to  the  governor  and  to  the  state  library.   (Amended 
by  1981,  767,  S.  6,  approved,  with  emergency  preamble,  January  4,  1982.) 

Editorial  Note — 

Section  2  of  the  inserting  act  provides  as  follows: 

Section  2.  Within  one  year  of  the  effective  date  of  this  act,  every  plan 
for  flexible  hours  employment  developed  by  the  coordinator  of  flexible  hours 
employment  pursuant  to  section  six  F  of  chapter  seven  of  the  General  Laws, 
inserted  by  section  one  of  this  act,  shall  provide  that  not  less  than  two  per 
cent  of  the  total  number  of  positions  in  each  class  and  in  each  grade  covered 
by  the  plan  shall  be  made  available  for  flexible  hours  employment,  unless  the 
director  of  personnel  and  standardization  exempts  a  class  or  grade  on  grounds 
of  impossibility.  Not  later  than  two  years  after  said  effective  date,  four 
per  cent  of  such  positions  shall  be  available  for  such  persons;  not  later  than 
three  years  after  said  effective  date,  six  per  cent  of  such  positions  shall  be 
available  for  such  persons;  not  later  than  four  years  after  said  effective 
date,  eight  per  cent  of  such  positions  shall  be  available  for  such  persons; 
not  later  than  five  years  after  said  effective  date,  ten  per  cent  of  such 
positions  shall  be  available  for  such  persons. 


COMMONWEALTH  OF  MASSACHUSETTS 
FLEXTIME  PROGRAM 

Internal  Work  Plan 


Beginning  in  March  the  Commonwealth's  goal  is  to  have  each  agency  either  (1) 
implement  a  three-month  pilot  Flextime  program  in  one  or  more  divisions,  bureaus 
or  units  or  (2)  expand  an  already  existing  Flextime  program  to  other  areas  of  the 
agency.  Please  complete  this  form,  indicating  that  your  agency  has  taken  the 
following  steps  to  achieve  the  administration's  goal. 

CHECK  ONE: 


c 


Implement  a  three-month    1 i  Expand  an  already  existing 


pilot  Flextime  program 


Flextime  program 


PROVIDE  INFORMATION  INDICATED  BELOW:  DATE 

COMPLETED 

IDENTIFY  INDIVIDUAL  RESPONSIBLE  FOR  FLEXTIME  PROGRAM  

Name  and  Title:   (Print) 


ESTABLISH  A  TASK  FORCE  TO  DEVELOP /EXPAND  FLEXTIME  PROGRAM 
Names  and  Titles  of  Task  Force  Members: 


IDENTIFY  THE  DIVISIONS,  BUREAUS  OR  UNITS  FOR  FLEXTIME 

IMPLEMENTATION/EXPANSION 

List: 


IDENTIFY  EMPLOYEES  VOLUNTARILY  PARTICIPATING 
Number  of  Employees: 

Types  of  Employees:   (e.g.  clerical,  administrative, 

professional,  etc.) 


DETERMINE  FLEXTIME  MODEL  (A-E  REFERENCED  IN  THE  HANDOUT 
MATERIAL  OR  OTHER)  TO  BE  IMPLEMENTED 
Model:   (if  other  attach  explanation) 


DETERMINE  BANDWITH  OF  DAY 
From:  To: 


DETERMINE  CORE  HOURS 
From:  To: 


DETERMINE  TIME  SPAN  FOR  LUNCH  PERIOD 
From:  To: 


-  2  -  DATE 

COMPLETED 


c 


DETERMINE  #  OR  %  OF  EMPLOYEES  REQUIRED  TO  BE  PRESENT 

A.  From  official  start  time  to  core  time:  

B.  During  lunch  period:  

C.  From  core  time  to  official  office  closing: 


DETERMINE  RECORD-KEEPING  PROCEDURE  FOR  KEEPING  TRACK  OF 

HOURS  WORKED  BY  EMPLOYEES 

Explain: 


DETERMINE  PROCEDURE  FOR  REQUESTING  EMPLOYEES  TO  WORK  BEYOND 

THEIR  SCHEDULED  HOURS  (i.e.  OVERTIME) 

Explain: 


.   DETERMINE  ANY  ADDITIONAL  LIMITATIONS  ON  PROGRAM 
Explain: 


.   DEVELOP  AN  INTERNAL  EVALUATION  SYSTEM  FOR  THE  PROGRAM 
Explain: 


POST  PROCEDURES  FOR  FLEXTTME  HOURS  PROGRAM 


IMPLEMENT  PROGRAM 


If  you  need  technical  assistance  in  planning  or  evaluating  your  program  please 
contact  Nicole  Payne,  Coordinator  of  Flextime  and  Part-time  Programs  at  727-2408. 

Agency : 

Address : 

Name  of  person  completing  this  form:   (Please  Print) 

Title:  Telephone  number: 


Approval  Signature  of  Appointing  Authority 

SUBMIT  A  COPY  OF  THIS  FORM  BY  APRIL  1,  1984  TO:  Nicole  Payne,  Coordinator  of 
Flextime  and  Part-time  Programs,  1  Ashburton  Place,  Rm.  519,  Boston,  Ma.   02108 

THIS  WORK  PLAN  DOES  NOT  REQUIRE  DPA  APPROVAL,  HOWEVER,  THE  FLEXIBLE  HOURS  APPROVAL 
REQUEST  FORM  DOES  REQUIRE  DPA  APPROVAL  AND  MUST  BE  SUBMITTED  BY  JULY  1,  1984 
AFTER  EVALUATION  OF  THE  PILOT  PROGRAM. 


FLEXIBLE  HOURS  PLAN  APPROVAL  REQUEST 

Send  to:  Coordinator  for  Part-time  and  Flextime  Programs 
Department  of  Personnel  Administration 
One  Ashburton  Place 
Boston,  MA.  02108 

Agencies  must  submit  a  separate  request  form  for  each  different  plan 
within  their  agency. 


Agency 

Secretariat 

Division/Bureau/Section 

Address 

* 

Flexible  hours      Name 
contact  person 

Telephone 

1.  What  is  the  total  number  of  employees  participating: 


2.  What  are  the  different  types  of  employees  e.g.  clerical,  admini- 
istrative,  professional,  etc.: 


3.  List  the  individuals  serving  on  the  committee  which  formed  your 
flextime  plan: 


4.  What  is  the  bandwidth  for  your  plan: 
From : To  : 

5.  What  are  the  core  hours  for  your  plan: 

Morning:   From: To: Afternoon:   From: To: 

6.  What  is  the  lunch  break  span  for  your  plan: 
From: To  : 

7.  What  is  the  minimum  lunch  break  for  your  plan: 

(State  law  requires  30  minutes.) 

minutes 


Over 
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8.  What  is  the  minimum  percent  or  number  of  employees  required  to 
be  present: 

From  the  start  of  the  bandwidth  to  the  start  of  core  hours: 

During  lunch  break: 

From  the  end  of  core  hours  to  the  end  of  the  bandwidth: 

9.  What  type  of  record  keeping  does  your  plan  call  for: 


10.  Do  you  have  special  procedures  for  overtime: 


11.  Are  there  any  limitations  on  the  plan: 


12.  Have  all  represented  unions  been  contacted: 


I  hereby  certify  that  all  provisions  of  the  Regulations  Governing 
Flexible  Hours  Programs  for  state  employees  will  be  observed  in  the 
implementation  of  this  proposed  plan. 

Approved  by  (please  type): Date: 

Signature: Title:  


Office  of  Employee  Relations  Approval 

Signature: ,  Director        Date: 


Department  of  Personnel  Administration  Approval 

Signature: ,  Coordinator         Date: 


Signature: ,  Personnel  Administrator   Date 
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REGULATIONS  GOVERNING  FLEXIBLE 
HOURS  PROGRAMS  FOR  STATE  EMPLOYEES 


Part  i  -  GENERAL  PROVISIONS 

1.1  Purpose 

These  regulations  are  adopted  to  allow  state  employees 
flexibility  in  determining  their  hours  of  work. 

1.2  Applicability 

These  regulations  are  applicable  to  all  offices,  departments, 
divisions,  boards,  agencies,  authorities,  or  commissions  of  the 
Commonwealth. 

1 . 5  Authority 

These  regulations  are  adopted  pursuant  to  Massachusetts  General 
Laws  Chapter  7,  §  6F,  (Chapter  500  of  the  Acts  of  1974)  and  General 
Laws  Chapter  149,  §  §  30A,  and  30B. 

1 .4  Delegation  of  Authority 

The  Personnel  Administrator  may  authorize  an  employee  of  the 
Division  of  Personnel  Administration  to  exercise  any  power  or 
perform  any  duty  of  the  Personnel  Administrator  authorized  by  these 
regulations . 

1- 5   Severability 

If  any  provision  of  these  regulations  or  the  application  thereof 
is  held  to  be  invalid,  such  invalidity  shall  not  affect  other 
provisions  of  these  regulations  or  the  application  thereof  not 
specifically  held  invalid.   The  provisions  of  these  regulations 
and  the  various  applications  thereof  are  severable. 


Publication  #  11324-10-400-5-79-CR 

Approved  by  Alfred  C.  Holland,  State  Purchasing  Agent 


Part  2  -  RULES  ON  CONSTRUCTION 

2 . 1  General  Rule 

In  construing  these  regulations,  the  rules  in  this  part  shall 
be  observed,  unless  their  observance  would  involve  a  construction 
inconsistent  with  the  manifest  intent  of  the  adopting  agency  or  be 
repugnant  to  the  context. 

2 .2  Construction  of  Words  and  Phrases 

Words  and  phrases  shall  be  construed  according  to  common  and 
approved  usage;  provided,  that  technical  words  and  phrases  and  such 
others  as  may  have  acquired  a  peculiar  and  appropriate  meaning  in 
law  shall  be  construed  and  understood  according  to  such  meaning. 

2 . 3  Number  and  Gender 

Words  importing  the  singular  number  may  extend  and  be  applied 
to  several  persons  or  things-.   Words  importing  the  plural  number 
may  include  the  singular. 

Part  3  -  DEFINITIONS 

3 . 1  Meaning  of  Words 

Words  and  phrases  as  used  in  these  regulations  shall  have 
the  meanings  ascribed  in  this  part  unless  the  text  otherwise 
requires . 

3.2  Ama  roved  Flexible  Hours  Program 

"Approved  Flexible  Hours  Program, "   a  flexible  hours  program 
which  meets  the  standards  required  by  these  regulations  and  has 
been  approved  by  the  Personnel  Administrator. 
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3 . 3  Commonwealth 

"Commonwealth,"   the  Commonwealth  of  Massachusetts. 

3 .4  Department 

"Department,"   any  office,  department,  division,  board  , 
agency,  authority,  or  commission  of  the  Commonwealth. 

3 . 5  Core  Time 

"Core  time,"  the  hours  an  employee  is  required  to  work 
each  day  pursuant  to  an  approved  flexible  hours  program. 

3 . 6  Division  of  Personnel  Administration 

"Division  of  Personnel  Administration,"  the  Division  of 
Personnel  Administration  established  by  Massachusetts  General 
Laws  Chapter  7,  §  4A. 

3. 7  Flexible  Hours  Employee 

"Flexible  Hours  Employee,"  an  employee  of  the  Commonwealth 
who  is  voluntarily  participating  in  an  approved  flexible  hours 
program. 

3. 8  Flexible  Hours  Program 

"Flexible  Hours  Program,"  a  department  plan  for  the  scheduling 
of  work  hours  which  allows  individual  employees  to  modify  the  standard 
work  day  and  to  determine  their  own  hours  of  work,  subject  to  depart- 
mental limitations. 

3.9  Grey  Book 

"Grey  Book,"  "Rules  and  Regulations  Governing  Classification 
and  Pay  Plan  of  the  Commonwealth,"  adopted  on  July  1,  19  58,  as 
most  recently  amended. 

3  .  10   Personnel  Administrator 

"Personnel  Administrator,"  the  Personnel  Administrator  provided 
for  by  Massachusetts  General  Laws  Chapter  7,  §  4A. 
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3 . 11  Provisional  Overtime 

"Provisional  Overtime,"  hours  an  employee  works  beyond  scheduled 
hours  at  the  request  of  the  department. 

3.12  Red  Book 

"Red  Book,11  "Rules  and  Regulations  Governing  Vacation  Leave, 
Sick  Leave,  Travel,  Overtime,  Military  Leave 5  Court  Leave,  Other 
Leave  ,  Charges  to  State  Personnel,  Accident  Prevention,"  adopted 
July  1,  1956  as  most  recently  amended. 

3 . 13  Scheduled  Hours 

"Scheduled  Hours,"  times  chosen  by  a  flexible  hours  employee, 
subject  to  any  limitations  of  the  flexible  hours  program,  to  work 
the  regular  number  of  hours  required  by  the  department. 

Part  4  -  STANDARDS  OF  APPROVAL  OF  FLEXIBLE  HOURS  PROGRAMS 

4 . 1  General 

In  order  for  flexible  hours  programs  to  be  approved  by  the 
Personnel  Administrator,  they  must  meet  the  minimum  requirements 
set  forth  below. 

4 . 2  Voluntary  Participation 

Participation  in  flexible  hours  programs  by  individual  employees 
must  be  completely  voluntary.   Employees  shall  have  the  option  of 
ending  their  participation  provided  that  the  department  is  furnished 
with  a  notice  of  not  less  than  five  (5)  working  days. 

4 . 3  Employee  Consultation 

The  flexible  hours  program  should  be  developed  in  consultation 
with  the  employees  of  the  department. 
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4  .  4  Notice 

Any  flexible  hours  program  must  include  a  provision  for  not 
less  than  five  (5)  working  days  notice  of  the  program's  discontinuance 
or  of  the  exclusion  of  certain  job  titles  from  the  program. 

4 . 5  Statement  of  Limitations 

Flexible  hours  programs  must  state  with  specificity  any  and 
all  limitations  which  regulate  an  employee's  work  schedule  such  as 
the  hours  during  which  an  employee  must  be  present,  the  right  of 
supervisors  to  require  the  attendance  of  employees  at  meetings 
and  any  rules  conerning  the  number  of  hours  worked  each  day. 

4.6  Work  Bevond  Scheduled  Hours 

Flexible  hours  programs  must  provide  the  specific  procedures 
by  which  flexible  hours  employees  can  be  requested  to  work  beyond 
their  scheduled  hours  and  must  state  specifically  that  flexible  hours 
employees  shall  not  work  beyond  their  scheduled  hours  unless  they 
have  received  a  written  request  authorizing  such  work. 

4. 7  Office  Hours 

Departments  which  deal  with  the  public  must,  at  a  minimum,  be 
open  to  the  public  during  the  hours  from  8:45  a.m.  to  5:00  p.m. 

4.8  Time  Requirement  for  Approval  of  Program 
Departments  must  submit  their  written  flexible  hours  programs 

to  the  Personnel  Administrator  for  approval  not  less  than  three  (3) 
weeks  prior  to  the  effective  date  of  the  program. 

4 .9  Posting 

Approved  flexible  hours  programs  must  be  posted  in  conspicuous 
places  throughout  the  department. 
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Part  5  -  RELATIONSHIP  OF  FLEXIBLE  HOURS  REGULATIONS  TO  OTHER 
RULES  AND  REGULATIONS  OF  THE  DIVISION  OF  PERSONNEL 
ADMINISTRATION 

5  . 1   General  Rule 

Flexible  hours  employees  shall  be  subject  to  and  enjoy  the 
benefits  of  all  rules  and  regulations  of  the  Division  of  Personnel 
Administration  as  set  forth  in  the  Red  Book  and  the  Grey  Boole; 
provided,  however,  that  when  the  Regulations  Governing  Flexible 
Hour  Programs  for  State  Employees  (the  Flexible  Hours  Regulations) 
specifically  exempt  such  flexible  hours  employees  from  the  provisions 
of  the  Red  Book  and  the  Grey  Book,  or  when  the  provisions  of  the 
Flexible  Hours  Regulations  amend  or  conflict  with  the  Red  Book  or 
the  Grey  Book,  the  provisions  of  the  Flexible  Hours  Regulations 
shall  control. 

5.2  Exemption 

Flexible  hours  employees  are  hereby  exempted  from  those  provision 
of  Massachusetts  General  Laws  Chapter  149,  §  30A,  which  require  an 
eight  (8)  hour  tour  of  duty  in  ten  (10)  consecutive  hours  in  any  work 
day  and  restrict  work  to  five  (5)  tours  of  duty  in  any  one  (1)  work 
week  and  from  those  provisions  of  Red  Book  Rule  OE-1  and  OE-2  and 
Grey  Book  Rule  16  which  relate  directly  thereto,  except  if  otherwise 
exempt  by  statute.   Flexible  hours  employees  are  not  exempt  from  the 
provisions  of  Massachusetts  General  Laws  Chapter  149,  §  30A,  which 
require,  except  in  the  case  of  part-time  employment,  not  less  than 
thirty-seven  and  one-half  (37^)  nor  more  than  forty  (40)  hours  of 
work  each  week. 

5.3  Benefits  and  Charges 


For  the  purpose  of  ascertaining  the  benefits  to  which  flexible 
hours  employees  are  entitled,  including  vacation,  sick  leave,  and 
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holidays  .  the  word  "day"  as  used  in  the  relevant  sections  of  the 
Red  Book  or  Grey  Book  shall  mean  seven  and  one-half  (7%)  hours  for 
flexible  hours  employees  who  work  a  thirty- seven  and  one-half  (37*) 
hour  week  and  eight  (8)  hours  for  flexible  hours  employees  who 
work  a  forty  (40)  or  forty-eight  (48)  hour  week. 

Except  on  the  last  workday  of  the  workweek,  flexible  hours 
employees  who  utilize  accrued  leave  or  who  are  on  leave  of  absence 
without  pay  or  absent  without  pay  shall  be  charged  on  the  basis  of 
a  seven  and  one-half  (7%)  or  eight  (8)  hour  "day"  as  indicated 
above.   On  the  last  workday  of  the  workweek,  charges  shall  be  the 
difference  between  the  total  hours  worked,  including  provisional 
overtime  credit,  and  thirty- seven  and  one -half  (37^)  hours,  forty 
(40)  hours  or  forty-eight  (48)  hours,  or  the  core  time  whichever 
is  greater. 

5.4  Holidavs 

In  any  workweek  in  which  a  holiday  occurs  on  a  day  that  the 
department  has  determined  a  flexible  hours  employee  may  choose  for 
their  scheduled  hours  and  which  day  is  not  the  holiday,  any  flexible 
hours  employee  who  (1)  fails  to  work  on  such  a  day  immediately 
preceding  a  holiday  or  immediately  following  a  holiday  and  (2)  is  on 
a  leave  of  absence  without  pay  or  absent  without  pay  during  the  workweek 
in  which  such  a  day  falls  ,  shall  not  be  paid  for  that  holiday.   Not- 
withstanding any  other  provision  of  these  regulations,  an  employee 
who  is  on  leave  without  pay  or  absent  without  pay  for  any  part  of 
the  core  time  immediately  preceding  a  holiday  or  immediately  following 
a  holiday  shall  not  be  paid  for  the  holiday. 
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Part  6  -  WORK  SCHEDULES  AND  COMPENSATION  FOR  FLEXIBLE  HOURS 
EMPLOYEES 


6. 1  Hours  Per  Day 

The  number  of  hours  that  a  flexible  hours  employee  works  on  any 
day  and  the  time  that  such  work  begins  and  ends  shall  be  decided  by 
the  flexible  hours  employee,  subject  to  the  limitations  of  the  flex 
ible  hours  program, 

6.2  Hours  Per  Week 

Unless  given  provisional  overtime  authorization,  a  flexible 
hours  employee  must  limit  the  total  of  scheduled  hours  in  any  one 
workweek  to  thirty- seven  and  one-half  (37%)  for  those  who  work  a 
thirty-seven  and  one-half  (37*0  workweek,  and  to  forty  (40)  hours 
for  those  who  work  a  forty  (40)  hour  workweek. 

6 . 3  Procedure  "for  Requesting  Extension  of  Hours 

.A  departmental  request  that  any  flexible  hours  employee  work 
beyond  scheduled  hours  shall  be  made  by  presenting  the  employee 
with  a  written  request  signed  by  a  department  employee  empowered 
to  authorize  overtime  and  stating  the  number  of  hours  to  be  worked. 

6 . 4  Provisional  Overtime  Credit 

Flexible  hours  employees  who  are  requested  by  departmental 
representatives  to  work  beyond  their  scheduled  hours  shall  be 
given  provisional  overtime  credit  for  each  hour  or  fraction  thereof 
sc  worked  during  a  workweek. 

6 . 5  Provisicnal  Overtime  -  Reduction  of  Scheduled  Hours 
Flexible  hours  employees  who  are  requested  and  agree  to  work 

beyond  their  scheduled  hours  shall  not  be  required  to  shorten  their 
scheduled  hours  during  a  workweek  in  order  to  avoid  the  payment  of 
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overtime.   Flexible  hours  employees  may,  however,  incorporate 
provisional  overtime  hours  into  their  scheduled  hours  during  the 
same  workweek  if  they  elect  to  do  so. 

6 . 6  Rate  of  Pav  for  Provisional  Overtime 

Flexible  Hours  Employees  who  have  provisional  overtime  credit 
and  who  work  a  thirty-seven  and  one-half  (37%)  hour  workweek  shall 
be  paid  at  their  regular  hourly  rate  for  every  hour  or  fraction 
thereof  of  provisional  overtime  worked  beyond  thirty-seven  and  one- 
half  (37%)  hours  up  to  and  including  forty  (40)  hours  and  shall  be 
paid  at  one  and  one-half  (1%)  times  their  regular  hourly  rate  for 
every  hour  of  fraction  thereof  worked  beyond  forty  (40)  hours. 
Flexible  Hours  Employees  who  work  a  forty  (40)  hour  workweek  and  who 
have  provisional  overtime  credit  shall  be  paid  at  one  and  one-half 
(1%)  times  their  regular  hourly  rate  for  every  hour  or  fraction 
thereof  of  provisional  overtime  worked  beyond  forty  (40)  hours. 

6 . 7  Exceptions 

Sections  6.4,  6.5  and  6.6  shall  not  apply  to  employees  specifi- 
cally exempted  from  the  provisions  of  Massachusetts  General  Laws 
Chapter  149,  §  30B. 

Part  7  -  EMPLOYEE  RESPONSIBILITY 

Employees  who  choose  to  participate  in  a  flexible  hours  program 
shall  be  responsible  for  meeting  all  of  the  requirements  of  the 
program.   Failure  to  meet  these  requirements  may  result  in  the 
exclusion  of  an  employee  from  the  flexible  hours  program. 
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Part  8  -  EXCLUSION 

These  regulations  shall  not  apply  to  employees  who  have  other- 
wise been  exempted  from  the  provisions  of  Massachusetts  General 
Laws  Chapter  149,  §  39A,  by  the  Personnel  Administrator  for  the 
purpose  of  working  a  four  (4)  day,  forty  (40)  hour  week. 

Part  9  -  GRIEVANCE  PROCEDURE 

An  employee  aggrieved  by  these  regulations  cr  the  application 
thereof  may  file  a  grievance  pursuant  to  Massachusetts  General  Laws 
Chapter  30,  §  53  ,  and  Rule  14  of  the  Grey  Book. 
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